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STATE OF CALIFORNIA                                                                                                                                                    DELTA STEWARDSHIP COUNCIL 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 DSC 525 (3-PAGE) (REV. 01/10) 

 
CLASSIFICATION 

      

POSITION NUMBER 

      

MCR 

      

RPA # 

      
APPOINTEE 

      
EFFECTIVE DATE 

      
DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

ALL EMPLOYEES ARE EXPECTED TO WORK COOPERATIVELY WITH OTHERS; MAINTAIN REGULAR, CONSISTENT, PREDICTABLE 
ATTENDANCE; POSSESS INTEGRITY, INITIATIVE, DEPENDABILITY, AND GOOD JUDGMENT. 

POSITION SUMMARY 

Briefly (1-3 sentences) describe the main purpose and function of the position, including the organizational setting: 
      
 

DESCRIPTION OF DUTIES 

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 

            
 

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 

SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 

EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 



 Page 2 of 3 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      

POSITION NUMBER 

      

MCR 

      

RPA # 

      
APPOINTEE 

      

DIVISION/SECTION  

      

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 

            

 



 Page 3 of 3 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      

POSITION NUMBER 

      

MCR 

      

RPA # 

      
APPOINTEE 

      

DIVISION/SECTION  

      

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 

            

 


	EFFECTIVE DATE: 
	Management Related BU: 
	Supervisory Related BU: 
	Confidential Related BU: 
	Rank and File BU: R01
	Supervisory: Off
	SUPERVISOR S CLASSIFICATION: Program Manager II, CBDA 
	APPROVED BY Personnel Analysts Name: Lynn Darby
	DATE: 
	Briefly 13 sentences describe the main purpose and function of the position including the organizational setting: Under the general direction of the Program Manager II, incumbent provides technical and analytical support for the collecting, tracking, validating, and reporting of programs and projects implemented to support the Sacramento-San Joaquin Delta solution area.  
	Percent of Time E and MRow1: 45% (E)
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1: Application/System Maintenance and Support:Provides maintenance and support of the CALFED Project Performance Information System (CPPIS).  Guarantees the delivery of any and all technical support that is deemed necessary for ensuring that core production business processes are operational and that defect fixes and change control items are successfully completed on-time and error-free.  Responsible for the following:   • Database support: includes evaluating, designing, testing and implementing physical changes to the database as well as evaluating the Delta Stewardship Council's (DSC) backup and recovery processes and identifying recommendations.• Technical environment support: includes troubleshooting any performance or reliability issues related to the production operating environment, and collaborating with DSC technical staff in the performance of any fixes or enhancements to the technical environment.  This may involve evaluating the environment in a variety of ways, including network, communications, and desktop computing aspects.• System Enhancements: assists with business requirements gathering, systems design analysis, testing, and implementation during system upgrading and enhancing.
	SUPERVISORS SIGNATURE: 
	DATE_2: 
	EMPLOYEES SIGNATURE: 
	DATE_3: 
	Percent of Time E and MRow1_2: 30% (E) 20% (E)5% (E)  
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1_2: Data Management and Integrity:Analyzes, validates, and provides quality control reviews of project and program information submitted by implementing agencies, control agencies, and various stakeholder groups.  Researches, evaluates, and provides recommendations to management for improving data collecting and reporting policies and procedures.  Performs ongoing periodic compliance reviews of the CPPIS and works with end-users to resolve data integrity and compatability issues.  Develops and maintains CPPIS and all associated data collection processes and procedures.  Reporting:                                                                                          Designs, develops, and formats DSC standard and custom reports, to include, the Cross-Cut Budget Report, the Supplemental Budget Report, the Annual Funding Report, the Agency Baseline Report, and the Federal Reimbursement Report.  Provides quality checks and assurance of published reports. Uses any and all applications, tools utilized in collecting, loading, and organizing data within the CPPIS.  Develops and maintains DSC reporting cycle processes and procedures.Training: Provides training and technical assistance and presides over end-user meetings regarding the use of the CPPIS, and the processes used for collecting and reporting information.DESIRABLE ATTRIBUTES, EXPERIENCE, AND QUALIFICATIONS:• Strong written and verbal communication skills• Strong analytical and research skills• Highly motivated and a self-starter • Exercises a high degree of initiative and independent judgment in coordinating                             multiple functions. • Proficient with personal computer and appropriate software programs, including, MS Office, MS Visio,  MS Project, and the internet• Ability to interpret charts, graphs, and tables• Knowledge of project and product management methodologies and tools• Ability to give formal presentations to staff at all levels  • Knowledge of the DSC structure including its implementing agency consortium• Knowledge of the State and federal budget and funding processes • Experience in negotiations• Ability to provide exceptional customer service   • Provide completed staff work• Self motivated, dependable, and flexible• Positive and team oriented• Ability to learn quickly
	Percent of Time E and MRow1_3: 
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1_3: WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES:• Appropriate attire for professional office environment• Manage multiple priorities effectively and meet deadlines• Meet short processing times when necessary• Handle varying and sometimes large workload volumes• Ability to maintain calm during stressful situations• Ability to effectively handle multiple tasks and changing priorities
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Yes
	Check Box5: Off
	IMMEDIATE SUPERVISOR Print: John Ryan 
	APPOINTEE: vacant
	CLASSIFICATION: Staff Information Systems Analyst (Spec)
	POSITION NUMBER: 530-001-1312-00x
	DIVISIONSECTION: Performance and Operations Division
	MCR: 1
	RPA: DSC 11-007


